
Job Posting 
 
  

The Asian American Civic Association (AACA) provides limited English speaking and 
economically disadvantaged people with education, occupational training and social services 
enabling them to realize lasting economic self-sufficiency. 
This position is providing instruction in computer and typing skills for an intensive, 15 week job 
training program that prepares adult learners for careers in the retail banking industry. 
  
Part Time, Temporary Position Available:  Computer & Typing Instructor, 13 hours per week 
  
Primary Duties and Responsibilities: 

 Develop, evaluate, and modify course curriculum and lesson plans according to student 
needs and feedback from supervisor and employers 

 Conduct classroom instruction in Microsoft Word, Excel, Powerpoint, online learning 
tools and typing methods 

 Assign and correct student work 
 Develop and evaluate student performance via in class projects, quizzes & exams 
 Create attendance spreadsheets or tracking system for program and maintain student 

records and keep student attendance records for each day of class 
 Actively participate in regular program and staff meetings and work with team for 

effective program implementation and to ensure student support and success including 
preparedness for the workplace 

 Participate in program evaluation and efforts to develop and refine and improve the 
program and class curriculum 

 Contribute to the development of standards of performance and systems to monitor that 
performance for programmatic soundness 

  
Qualifications/Requirements: 

        Bachelor’s degree required, Master’s degree in teaching/education preferred 
        Must have experience teaching computer skills, especially Microsoft Office 
        Experience teaching limited English speaking adults is highly preferred 

  
Schedule:  Classes are Tuesdays through Fridays, official class schedule is to be determined. 
  
Salary:  $23/hour, 30 minutes prep time per hour of teaching.  
  
To apply, send resume and cover letter by August 12, 2016 to: 
  
HR Department 
Asian American Civic Association 
87 Tyler Street, 5th floor 
Boston,  MA 02111 
  
Email:  hr@aaca-boston.org 
 


